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Step 1: Click on Administration

—

My Workspace Learning Center Reference Center Collaboration Center Administration

Step 2: Click on Reports Console

Cl Reports Console

Required Training Console
Approval Console

Waiver Console
Certification Console
External Learming Console
User Management
Manage Content

Manage Training

Manage System
Auditing Console
About the System

Step 3: Type progress in the search text and then click Search

Reports Console

Manage and run standard reports. Create, manage and run custom reports, and import ad hoc reports (if the system contains thi

Search

Simple Search | Advanced Search | Archived Scheduled Reports

To perform a search, enter keywords in the Search Textfield. Then make selections using the search criteria options, and click|
enter more specific search criteria for your search.

Search Tex |pr0gr955 :) |

Search Type TAlwords ~
<

Step 4: Click on the Training Progress By Content report

Training Progress by Content [
This report enables Administrators and Organiz ation Managers to search foran online course, classro. ..
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Step 5: Click Select

© Training Progress by Content

/Locale: = English (United States)

This reportenables Administrators and Organization Managers to search foran online course, classroo

selected content iterm .
( Select ‘ )

Step 6: Type in the appropriate course number, put a check in the box beside the appropriate training

type, then click search

Training Progress by Content

Search

Search for content that has training progress associated with it in orde|

————— éafchﬁxt [IsrRM1010 |
Search Type |Anywords W
Training Type [ certification

[ ] classroom

[ | curriculums

— -

| e

Step 7: Click on the radio button that corresponds with the course you desire and then click select

Tite Twpe
O .VDSS—ISRIWMU: 2014 VDSS Information Security Awareness Training Online
) k’ VDSS ISRM1010: 2014 VDSS information Security Awareness Training

@ @ VDSS-ISRM1010: 2016 Information Security and Privacy Awareness Cnline
VDSS - ISRM1010: 2016 Information Security and Privacy Awareness

O @ VDSS-ISRM1010:VDSS 2015 Information Security Awareness Training Cnline
One course with 9 paris: Training Overview, Communicating with the ISEM Office, Account Management,...

(O @ VDSS-ISRM1010-2013: Information Security Awareness Training Online
VDSS ISRM1010-2013 Information Security Awareness Training 11/6/13

Em <«---
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Step 8: Put a check in the box beside the organization you desire (be advised you can expand the State
and Local Agency organizations to get specific agencies or divisions

[ [ ]Dept offocial Senices - External Entities
[ [ ]Degrtt Social Senices - Cffice of Comprehensive Senices (CSA)
[ [v]Dept of Social Senices (765)

Step 9: Put a check in include sub organizations, populate progress status, populate state and end
dates, then click run report

Include sub-organizations = e ===
User Activity | Active W

Progress Status | completed W L
StartDate |g/12016 | [Hi 12:00AM <=*=

EndDate [g/10/2016 | [ Midnight <=*=
i # Records (per page) |25 v

Y Layout
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o
=

[Run Roport [N G |

Step 10: Once the data populates, you can export to your desired output format

Export to Excel

Export to PDF
Export to XML




